


JOB DESCRIPTION

Job Title: 		Deputy Library Liaison Manager
Campus: 		Hendon 
Ref: 			
Grade: 		7
Salary: 		
Period: 		Permanent 
Reporting to: 	Library Liaison Manager
Reporting to 		
Job holder: 		N/A

Overall Purpose

The role holder will work closely with the Library Liaison Manager in coordinating and supervising the work of other members of staff and collaborating with colleagues within Digital and Library Services and across the University. In addition to delivering information literacy teaching for a defined area or areas they will also take responsibility for leading projects to develop services within the team and wider directorate. This will include contributing to informed decision making around services and collection development and working closely with other academic support teams to ensure that services are holistic and student-centred.



Principal Duties -
Service Improvement:

1. To lead on appropriate projects to develop and enhance services within the team, Digital and Library Services or across the University:
· Leading working groups to monitor, evaluate and improve specific resources and/or services, including liaison with key stakeholders to facilitate this
· Benchmark work against provision at other universities and gather and analyse appropriate data on resources and services.
· Produce action plans and/or business cases as required.
· Disseminating information and developments to the wider team.
	[image: ]

2. Lead the design, implementation and delivery of information literacy training by the Liaison Librarians within nominated Faculties. Ensure that agreed management information about liaison and teaching activities and collection usage is collected, analysed and prepared for consideration by the wider team.

3. Represent the service on appropriate cross-Digital and Library Services and cross University working groups. These could include student welcome and induction, managing space in the Sheppard Library, health & safety, staff event planning. Ensure that views are represented and information is fed back.
4. Oversee the operation of the StudyHelp service. This will involve collaboration with the other stakeholders (IT User Support, Learning Enhancement, and Student Learning Assistants) to agree staff and service levels as well as collecting and collating feedback from users and usage data.
5. Assist the Liaison Managers with the selection, recruitment and training of staff.

Principal duties -
Subject Liaison and teaching

6. Plan and deliver a range of information literacy sessions that enhance student achievement and provide employability skills and are provided face to face as well as online. These will be tailored to the audience and provide appropriate advice and guidance. Formats will include: embedded sessions within a programme, open workshops and one-to-one and group tutorials

7. Lead the development of online resources which underpin information literacy and other support work. This will include Library Subject Guides, content for the Virtual Learning Environment and other appropriate teaching and learning resources.

8. Develop effective two-way communication between the department(s) supported and the service by maintaining close working relationships with academic staff, students and researchers. This will ensure that academic staff, students and researchers are aware of opportunities and services and that Digital and Library Services is aware of programme developments and changes, etc. within the School.

9. Represent the service by attending Boards of Studies, and other School and departmental meetings, feeding back information and developments to the wider team.

10. Manage reviews of the collections with other stakeholders within Library and Digital Education and the Faculties, in order to ensure that the collections continue to reflect learning, teaching, research and professional practice priorities. Work in partnership with academic staff to develop and review online reading lists, making decisions about provision for the Collections team to fulfil.

11. Manage the information resources budget for designated subject area(s) and contribute to decision making about future spending by analysing management information.

12. Promote and support the use of the Research Repository and other research support systems, encouraging the deposit of material and providing advice on policy and best practice.

13. Work collaboratively with colleagues at overseas campuses to facilitate sharing of teaching materials, support materials and information
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Other duties
1. Develop professional interests associated with the needs of the University, including maintaining a good understanding of relevant national/international trends, strategies and initiatives in the higher education sector.

2. Take part in departmental and University activities which occur during evenings and at weekends such as teaching sessions, open evenings etc.

3. To undertake any other duties and specific projects as may reasonably be required by senior staff of the Digital and Library Services Directorate.
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Person Specification




Job Title: Campus: Grade:


Essential:

Deputy Liaison Librarian Manager
Hendon Grade 7


· Professional qualification in Librarianship/Information Science or equivalent.
· Experience of supporting staff, students and researchers in making effective use of library services and resources in a higher educational environment.
· An awareness of current issues in higher education and how they impact on library services
· Knowledge of technologies relevant to the delivery of library services including resource discovery software.
· Experience of delivering a range of information literacy training both face to face and online.
· Experience of developing materials, in print and online, to enhance independent learning.
· Knowledge of subject resources appropriate to the post
· To have excellent communication, influencing and presentation skills.
· [bookmark: _GoBack]To possess excellent organisational and problem solving skills
· Evidence of a high standard of IT literacy including MS Office packages, online databases and use of the most common library software
· To have a demonstrable understanding of the practical and pedagogical issues facing university staff and students
· Ability to build and maintain professional relationships with colleagues and work successfully as a member and leader of teams.
· Ability to work flexibly, in response to student and service requirements. To have the ability to prioritise own time and tasks and those of others.
· Ability to innovate, drawing on ideas from other areas to develop new practices to meet goals.
· To be able to demonstrate a professional attitude and interest in professional issues & Continuing Professional Development.
· To have a positive interest and approach to customer service.



Desirable:
· A teaching qualification or Higher Education Academy membership
· Membership of CILIP
· To have the ability to lead and manage staff, including planning and coordinating work schedules and tasks within and across teams.
· To have the ability to manage projects effectively.
· To have the ability to manage budgets effectively
· Ability to advise on citing and referencing and the use of bibliographic management software
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